
Working at the Circulation Desk (New UI)

1. Working at Circ Desks

1.1 Fulfillment
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Notes:

Hi and welcome to this presentation on Working at the Circulation Desk.  
1.2 Agenda
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Notes:

In this session we’ll look at common circulation desk activities: loans and renewals, returns, paying fines and fees and some aspects of patron management. We’ll demonstrate the basic scenarios as well as potential variations you may encounter in ‘real life’.
1.3 About this Training

[image: image3.jpg]About this Training

Pre-requisites

Lesson Objectives

User Roles

Copyright





Notes:

1 (Slide Layer)
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By the end of this training session, you will be able to:
* Conduct transactions: loans, renewals, returns

* Manage fines and fees
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2. Loans and Renewal

2.1 Loans and Renewals
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Notes:

Perhaps the most common activity at the circulation desk is loaning material to patrons.
2.2 “Currently at”
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Notes:

To check-out physical inventory to a patron, log in to Alma and verify that your current location is the circulation desk where you want to work.

If not, click the location icon and select the desired location. You can select ‘Always show current location’ to display your location in the menu bar.
2.3 Loan Items
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Notes:

In the Fulfillment menu, click ‘Manage Patron Services’

Scan the patron’s library card or, more common in a testing scenario, enter the patron’s barcode or name and click Go.
2.4 Loan Items
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Notes:

The patron’s record is opened to the Loans tab.

Scan the item barcode or, in a testing scenario, enter the item’s barcode and click Ok.
2.5 Loan Items
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Notes:

The item is checked-out to the patron.

That’s the basic check-out procedure: swipe the patron’s card, scan the item barcode. Done.

Let’s look at some possible variations.
2.6 Loan Items - Proxy
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Notes:

Let’s say the patron is allowed to borrow material on behalf of another patron, for example a teaching assistant on behalf of a faculty member. Before swiping the patron’s card, select the ‘Use proxy’ checkbox.

Scan the patron’s card and, and then select the patron on whose behalf our patron can check-out items, and click Go.
2.7 Loan Items - Proxy
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Notes:

We now see the other patron’s record. Notice that Alma indicates that our patron is serving as a proxy in this transaction.

Scan the item barcode to create the loan, as before. The loan is charged out to the other patron, and not our patron, who is only serving as a proxy.
2.8 Loan Items – No Library Card
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Notes:

Here’s another scenario.

Let’s say the patron doesn’t have their library card. You can type in the patron’s name or id and Alma will show a list of matching patrons.
2.9 Loan Items – No Library Card
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Notes:

Alternatively, you can click the list icon…
2.10 Loan Items – No Library Card
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Notes:

…and then search for the patron by email or job category (in addition to name or id).
2.11 Loan Items – No Patron Record
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Notes:

Let’s now look at the example where the user does not have a patron record and they are not registered in Alma, for example a community user or a new student. You can register a new user at the Circulation Desk by clicking ‘Register New User’.
2.12 Loan Items – No Patron Record
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Notes:

In the User Management Information section of the screen, select ‘Patron has institutional record=Yes’ if this user will have a record in the institution’s User Information system (SIS), and enter their institutional identifier in the User Identifier Value field. Doing so creates a temporary record for the user, enabling them to borrow items, and ensures that the temporary record will be merged with the master copy of the patron record in the external system.
2.13 Loan Items – No Patron Record
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Notes:

If the user will not have a record in the SIS, for example a community borrower, select ‘Patron has institutional record=No’ and enter a password for the user. This is the password they will use to log-in to Primo. You can select the ‘Force password change on next login’ check box to ensure the patron selects a new password the first time they log-in.

Complete all other mandatory fields (mandatory fields are marked with a red asterisk) and click Update User. You can now check-out items to the patron.
2.14 Loan Items – No Item Barcode
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Notes:

If the item barcode has fallen-off or is illegible, you can search for the barcode by clicking the list icon…
2.15 Loan Items – No Item Barcode
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Notes:

…and conducting a simple or advanced repository search for the physical item - for example, according to author, title, isbn, etc.
2.16 Loan Items – No Item Barcode
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Notes:

The search results contain useful information about the item: the library and location, the current status of the item and, if the item is not in place, its process type. You can also see if the item is currently on order, on loan, or requested. Click on the item entry to select it.
2.17 Loan Items – No Item Barcode
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Notes:

The scan field in the Patron Services screen is populated with the item barcode. Click okay.
2.18 Loan Items – No Item Barcode
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Notes:

The item is checked-out to the patron.
2.19 Loan Items – Item Information
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Notes:

If you need additional information about an item, use the quick search in the persistent menu to search for the physical item.
2.20 Loan Items – Item Information
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Notes:

In each record in the search results, you can open the options menu and click on:

Holdings - to view all holdings records attached to the bibliographic record

Items - to see a list of other copies of the item attached to the same holdings record. You can access each item record for additional inventory information.

You can click on Other details - to see fulfillment information about the item, such as last loan date and any current requests.
2.21 Loan Items – Item Information
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Notes:

If you have the Physical Inventory operator role, you can click, in addition:

Work Order - to create a work order for the item

Edit Item - to open the item record and make changes

Request - for example, to submit a patron holding request or a move request for the item.

To mark an item as missing click Items…
2.22 Loan Items – Item Information
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Notes:

And here in the list of Items you can flag an item as missing by clicking the in-line Actions button and then ‘Toggle Missing Status’.
2.23 Loan Items – No Item Record
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Notes:

Getting back to our scenarios, let's say you scan the barcode and get an error message: “Item not found”. This means that there is no record for this item in Alma. If you have a Physical Inventory Operator role in addition to a circ desk role, you can create an item record by clicking ‘Create item’.
2.24 Loan Items – No Item Record
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Notes:

Select ‘Existing’ to create a new item record for an existing holding record, or select ‘New’ to create a new set of records. Then click ‘Choose.’

2.25 Loan Items – No Item Record
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Notes:

If you select ‘Existing’, enter the title in the ‘Title’ field or click the list icon to conduct an All titles repository search. Select the bibliographic record and click ‘Save’.

2.26 Loan Items – No Item Record
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Notes:

Select the library and location of the item. Note that the item will be attached to the existing holdings record. You cannot create a new holdings record in this scenario. Note that the barcode is pre-populated with the value you scanned. You may add a Description, select a Material Type and Item Policy for the item record, although these fields are not mandatory. When done, click Save.
2.27 Loan Items – No Item Record
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Notes:

The new item record is created and the item is checked-out to the patron. Behind the scenes, a work order has been created to send the item to the technical services department upon check-in.
2.28 Loan Items – No Item Record
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Notes:

Looking back at the create Item pop-up -- If you selected ‘New’, select the Citation Type - either Book or Article - and a simple cataloging template opens
2.29 Loan Items – No Item Record
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Notes:

Complete the Title field and the inventory information: Library, Location and Barcode. Complete any additional fields you like. Deselect the ‘Suppress from Discovery’ checkbox if you would like the record to be published to Primo or Summon, and click Save.
2.30 Loan Items – No Item Record
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Notes:

Behind the scenes, a new bibliographic record is created, with a new holdings and item record attached. The item is checked-out to the patron and a new work order is created, as before.
2.31 Loan List
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Notes:

To see a list of the patron’s current loans, click Filter > All loans
2.32 Loan Renewal
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Notes:

Click the row Actions list to: 

· renew the item from here

· place a work order request (for example, if the item needs repair)

· look at the loan history for this particular loan
· mark it as lost or claimed returned

· change the due date

· view, add and edit notes on the loan

· and view the request queue for the item to see if there are other requests for it. 
2.33 Loan Renewal
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Notes:

You can renew all loans of the patron by clicking Actions -> Renew All.

You can renew or change the due date of multiple selected loans by selecting the loans and clicking Renew Selected or Change due date.
3. Returns

3.1 Returns
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Notes:

Another common transaction at the circulation desk is returning or checking-in loans
3.2 Return Items
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Notes:

You can check-in loans of a given patron by navigating to the ‘Returns’ tab of the patron’s record and scanning each item to be checked-in.
3.3 Loan History
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Notes:

Clicking Filter-> ‘All Returns’ displays a historical list of loans returned by the patron.

Click the row Actions list to see the loan history and any notes attached to the loan.
3.4 Return Multiple Items
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Notes:

Our next scenario is when you have a stack of books that were returned by different patrons.

You can navigate to the Returns workbench via Fulfillment menu > Return Items
3.5 Return Multiple Items
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Notes:

or if you’re in the Patron Identification screen click Go to Return Items
3.6 Return Multiple Items
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Notes:

Now, in the Returns Workbench you can scan the items in one after the other.

You can also set a different return date, for example in the case of an overnight book return box.
3.7 Return Items
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Notes:

Alma will automatically credit the return to the appropriate patron record and indicate the next step for this item, for example, return to shelf, place on hold shelf or transit to a different location.
4. Other Transactions

4.1 Other: Fines and Fees, Blocks, etc.

[image: image48.jpg]* Loans and Renewals
* Returns

* Other Transactions:
Fines and Fees, Blocks, etc.





Notes:

Moving back to the patron services workbench, there are a few more functionalities available.
4.2 Block Override
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Notes:

If the patron’s privileges are blocked, Alma will display a pop-up message when you scan the patron’s id. Clicking ‘Override’ allows you to proceed as though there was no block. Clicking ‘OK’ allows you to enter the patron record, but any blocks are still in place; and it will not be possible to loan or possibly renew items. Clicking ‘Cancel’ moves you back to the previous screen. Note that the ability to override a block is configurable per circ desk role.
4.3 Notes
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Notes:

The Notes tab displays both System generated notes concerning the user - such as overdue items, or requested items currently on the hold shelf,

and notes entered by library staff.

If the ‘User viewable’ checkbox is selected when creating the note, the note will display to the user in Primo.
4.4 Requests

[image: image51.jpg]Other Transactions — Requests

i< Patron Services anuserito | | submit Reguest | | Refesh slocksotes
Moss, Shmuel User Notes
7 )
T actvebsance 0000 Send sy Report Userhas 3 overdoe (). 0 s ey
S B e Sond Roguests Report. e
[r—_—
b E
Loma™ s’
12012 Quaeh Ve Epon- O





Notes:

Clicking the Requests tab displays a list of the patron’s requests that are awaiting processing.<animate>

The Row Actions List allows you to edit, cancel or update the expiry date of the request. We’ll discuss requests more fully in a separate session.
4.5 Fines and Fees
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Notes:

Depending on your role and configuration of the circ desk, you may be able to accept payment of fines and fees by clicking on the Pay link.
4.6 Fines and Fees
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Notes:

The patron can pay against a specific fine or fee, or against their current balance.

They can pay in full or in part. Depending upon circulation desk configuration, payment can be made in cash, by credit card or online.
4.7 Fines and Fees
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Notes:

Click the Active Balance link to see details of the user’s fines and fees.
4.8 Fines and Fees
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Notes:

This opens the Fines and Fees tab of the patron’s full record. Depending on your roles, fines and fees can be added, waived or disputed.
4.9 Activity Report
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Notes:

Click the Send Activity Report link to send an email to the patron containing a report of current fulfillment activity.
4.10 Edit User
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Notes:

To edit full user details click on the user ID.

For quick user management, Click the Edit User Info link.
4.11 Edit User
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Notes:

Under Quick User Management, you can view and update some basic information about the patron, including user group and contact information.

Click the Full Information link to access the Full User Details screen.
4.12 Edit User
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Notes:

Here, depending on your roles, and via the various tabs, you can add notes, blocks, fines and fees. You can add a statistical category to the patron record for reporting purposes, and you can also see a list of notifications sent by Alma to the patron. This is useful, for example, for verifying notification of overdue fines. You can also define this user as a proxy for other users.
4.13 Hands-On Activity - Practice Loans and Returns
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Log into your Alma sandbox environment as a

Circulation staff member for Main Library Circulation

Loan item:
* Click Manage Patron Services link in Fulfillment Menu

* Search for patron’s name to loan an item, or enter patron’s ID
if known; click Go button.

* In Loans tab: Enter barcode 16591 for item The Adventures of
Huckleberry Finn by Mark Twain — or search for an item title
using the magnifying glass icon if barcode is unknown. Click
OK; loan is made.

Return item for same patron:

¢ Click on Returns tab in Patron Services screen - OR click
Return Item link from Fulfillment menu.

* Enter item barcode or search for item title; click OK.





Notes:

At this point, I encourage you to pause the recording and practice loaning and returning an item in Alma. 

The instructions are on the slide. Remember to make sure your “Currently At” location is the Main Library Circulation desk.

Feel free to experiment on your own; for example, add a note in the patron’s record by clicking on their ID from the Patron services screen, or add a note for a loaned item by clicking on Actions > View Notes in the Loans tab.

In a real-world situation, you would scan in the barcode for the patron, or scan in the item barcode to loan or return an item, but for this hands-on activity you’ll just need to search for a patron’s name, or type in the barcode for an item.
4.14 Summary
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Notes:

This brings us to the end of this presentation. 

Today we specifically focused on Fulfillment tasks having to do with circulation desk transactions, such as: loans, renewals, and returns, as well as managing fines and fees.
4.15 Thank you!
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Visit the Ex Libris Knowledge Center:





Notes:

Thank you for taking this lesson.

If you have any questions concerning the topics discussed after viewing this session, please refer them to your Ex Libris project team.

Also, you may want to search the Alma OLH in the Knowledge Center to see if you can find answers to your questions there.
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